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OBJECTIVES

Duties and responsibilities of all involved in the
recordkeeping process.

Introduction to AEA.
Bulk Archive Tool (BAT).

Future plans for transmission of Transfer (T) and
Transfer Permanent (TP) records.

Relocating files during BRAC.

Walk through, talk through transmission of records
to AEA.

Hand on exercise uploading to the Army Electronic
Archives.



ARMY ELECTRONIC ARCHIVES

Automated web-based tools/technology.

RHA/AEA.

Record copy of long term and permanent records
to the AEA.

Electronic storage/retrieval.

Records Coordinator has responsibility for
transmitting to AEA.

Manages long-term and permanent records.

Simplifies recordkeeping.



WHY SHOULD WE TRANSMIT TRANSFER FILES
(T-FILES) TO THE AEA?

« Paperwork Reduction Act of 1995 and Clinger-Cohen Act
(CCA) of 1996.

« US Army Garrison, Fort Knox, desire to digitize RHA.
* Department of the Army’s desire to digitize files.

* Individuals who transmit to AEA can retrieve from the web
at any time.

* No hard copies transferred to the Records Holding Area
(RHA).

» Space saved in office areas and RHA; T and TP records
may be sent to AEA as soon as they are complete.

« RHAM destroys records at appropriate time in ARIMS
(records under Installation RM responsibility).

* No file labels or papers required for T-files.

« Can create Office Records Lists (ORLSs) dating back to
1900.



WHY SHOULD WE TRANSMIT TRANSFER FILES
(T-FILES) TO THE AEA? (CONTINUED)

» For those organizations affected by BRAC, less paper
shipped to gaining installation.

 Money and time saved shipping records from the RHA to
record centers.

* Time saved In the records search and destroy process.

e Can also store Keep-files (K-files) on the share drive —
RC/AOs destroy at appropriate time. Cross reference sheet
will be maintained in files areas for K-files store on the share
drive.



DUTIES

e Action Officer (AO).

- Places files in the shared folder or on CD (organization option).

- Verifies all documents on the share drive or CD with appropriate
names (saves files with a retrievable name).

- Maintains ARIMS account for assigned unit/organization.

- Coordinates with Records Coordinator for problem resolution.

e Records Coordinator (RC).

- Creates folders and subfolders on the shared drive and in ARIMS.
- Transmits files to AEA with a retrievable name.

- Verifies all documents are in the AEA.

Provides guidance to AOs under his/her responsibility for problem
resolution.

Monitors ARIMS accounts under his/her responsibility.

Notifies RM of new office symbol requirements or deactivation/
reassignment of users.

Updates RC duty appointments and submits annually to
Installation RM.

Establishes a cross-training program for RCs and AOs.



DUTIES (CONTINUED)

 Installation Records Manager (RM).

Responsible for the Installation Records Management Program.

Inspects units.

Deactivates users not requiring access to ARIMS.

Provides guidance to RCs.

Obtains approval of office symbols from Records Administrator.

Maintains a basic ARIMS training program (6 classes annually).

Maintains the AEA training program for RCs (4 classes annually).

 Records Holding Area Manager (RHAM).

- Monitors files in the AEA under his/her responsibility and destroys
at appropriate time.

- Assists in the files retrieval process.

- Accepts T and TP records granted an exception to policy by
Installation RM.

- Continues to ship and destroy records annually.



DISPOSITION INSTRUCTIONS

Two Types of Records.

- Short-term — Have no value beyond the business process, coded
“K” for KEEP.

- Long-term — Have value beyond the business process: for
historical, lessons learned, or research purposes, coded “T” for
TRANSFER.

- Number code added for retention period or the letter “P” for
PERMANENT retention.

Disposition Codes.

- K3 - Keep for 3 years then DEST (Ex: COFF 31 Dec 10, DEST Jan 14).
- KE — Keep until event occurs.

- KE4 — Keep until event occurs plus 4 years (ACTIVE and INACTIVE)

- KN - Time period unknown, keep NLT 6 years.

- KEN — Keep until event and then NLN, but NLT 6 years.

- T — Transfer. Review disposition instructions. If stated to transfer to
RHAJ/AEA, record will be transmitted to AEA.

- TE — Event driven. Keep until event, NLN. If stated to transfer to
RHA/AEA, only INACTIVES records will be transmitted to AEA.

- TP & TEP — Permanent retention. Review disposition instructions.



TIMEFRAME AND DUTIES FOR SCANNING AND SENDING

TO ARMY ELECTRONIC ARCHIVES INDIVIDUALLY - BAT SAVES MUCH TIME

(WORSE CASE SCENARIO — MANUAL FLIPPING WHILE SCANNING)

Action

Scan from
copier to e-
mail

Save docs on
share drive/
CD

Verified docs
are save on
share drive/CD
correctly

Upload Docs
to ARIMS

Verify Doc in
ARIMS &
conduct a
search

# Pgs/Docs
96 pgs/64 docs

114 pgs/87 docs

180 pgs/20 docs

96 pgs/64 docs
114 pgs/87 docs

180 pgs/20 docs

96 pgs/64 docs
114 pgs/87 docs

180 pgs/20 docs

96 pgs/64 docs
114 pgs/87 docs

180 pgs/20 docs

96 pgs/64 docs
114 pgs/87 docs

180 pgs/20 docs

Responsibility Time
Action Officer 22 min
32 min
39 min
Action Officer 1 hr, 25 min
1 hr, 15 min
44 min
Action Officer 24 min
23 min
20 min
Records 57 min
Coordinator
1 hr, 37 min
30 min
Records 22 min
Coordinator
17 min
14 min

Comments

Save docs under &
name that will be easy
to retrieve

Verify all documents are
on the share drive or
the CD before transfer
to Record Coord

Ensure use of correct
RN, folder, & year.
Subject will be used for
retrieval purposes in the
future.

Searching for a doc
takes 2 minutes versus
the 15 min minimum it
takes for the RHA. RHA
sometimes takes longer

Average time Action Officer spends on one folder: 2 hrs, 1 min.
- Scan (31 min), Save docs (1 hr, 8 min), & Verify (23 min).

Average time Records Coordinator spends on one folder: 1 hr, 20 min.
- Upload (1 hr, 2 min) and Verify (18 min).

Total time spent on 1 folder: 3 hrs, 21 min.



AVERAGE TIME TO SCAN A BOX OF FILES INDIVIDUALLY
(33 FOLDERS WITH AN AVERAGE OF 130 PAGES IN EACH)
(WORSE CASE SCENARIO)

3 Hours, 21 Minutes Per Folder

— T~

ACTION OFFICER RECORDS COORDINATOR
Scan: 31 minutes Upload to ARIMS: 1 hour, 2 minutes
Save: 1 hour, 8 minutes Verify in ARIMS: 18 minutes
Verify Save: 23 minutes Total: 1 hour, 20 minutes per folder
Total: 2 hours, 1 minute per folder

TOTAL PROCESSING TIME FOR 1 TO 14 BOXES OF FILES
3 HRS, 21 MINS x 33 = 111 HRS PER BOX

1 Person (AO & RC)

(Primary)
1 box: 111 hrs/12 months = 9.25 hrs per month
2 boxes: 222 hrs/12 months = 18.5 hrs per month
3 boxes: 333 hrs/12 months = 27.75 hrs per month
4 boxes: 444 hrs/12 months = 37 hrs per month
5 boxes: 555 hrs/12 months = 46.25 hrs per month
6 boxes: 666 hrs/12 months = 55.5 hrs per month

7 boxes: 777 hrs/12 months 64.75 hrs per month
8 boxes: 888 hrs/12 months 74 hrs per month

9 boxes: 999 hrs/12 months = 83.25 hrs per month
10 boxes: 1110 hrs/12 months = 92.5 hrs per month
11 boxes: 1221 hrs/12 months = 101.75 hrs per month
12 boxes: 1332 hrs/12 months = 111 hrs per month

13 boxes: 1443 hrs/12 months = 120.25 hrs per month
14 boxes: 1554 hrs/12 months = 129.5 hrs per month

2 Personnel (AO & RC)
(Primary and Alternate)

4.6 hrs per month
9.25 hrs per month
13.8 hrs per month
18.5 hrs per month
23.1 hrs per month
27.75 hrs per month
32.37 hrs per month
37 hrs per month
41.62 hrs per month
46.25 hrs per month
50.8 7 hrs per month
55 hrs per month
60.12 hrs per month
64.75 hrs per month




AVERAGE TIME TO SCAN A BOX OF FILES INDIVIDUALLY
(33 FOLDERS WITH AN AVERAGE OF 130 PAGES IN EACH)
(WORSE CASE SCENARIO)

3 Hours, 21 Minutes Per Folder

— T~

AQT|ON OFFICER RECORDS COORDINATOR
Scan: 31 minutes Upload to ARIMS: 1 hour, 2 minutes
Save: 1 hour, 8 minutes Verify in ARIMS: 18 minutes

Verify Save: 23 minutes Total: 1 hour, 20 minutes per folder
Total: 2 hours, 1 minute per folder

TOTAL PROCESSING TIME FOR 15 TO 28 BOXES OF FILES
3 HRS, 21 MINS x 33 = 111 HRS PER BOX

1 Person (AO & RC) 2 Personnel (AO & RC)

(Primary) (Primary and Alternate)
15 boxes: 1665 hrs/24 months 69.3 hrs per month 34.6 hrs per month
16 boxes: 1776 hrs/24 months 74 hrs per month 37 hrs per month

17 boxes:
18 boxes:
19 boxes:
20 boxes:
21 boxes:
22 boxes:
23 boxes:
24 boxes:
25 boxes:
26 boxes:
27 boxes:
28 boxes:

1887 hrs/24 months
1998 hrs/24 months
2109 hrs/24 months
2220 hrs/24 months
2331 hrs/24 months
2442 hrs/24 months
2553 hrs/24 months
2664 hrs/24 months
2775 hrs/24 months
2886 hrs/24 months
2997 hrs/24 months
3108 hrs/24 months

78.6 hrs per month
83.25 hrs per month
87.8 hrs per month
92.5 hrs per month
97.12 hrs per month

101.75 hrs per month

106.3 hrs per month
111 hrs per month

115.6 hrs per month
120.2 hrs per month
124.8 hrs per month
129.5 hrs per month

39.3 hrs per month
41.6 hrs per month
43.9 hrs per month
46.25 hrs per month
48.5 hrs per month
50.8 hrs per month
53.1 hrs per month
55.6 hrs per month
57.8 hrs per month
60.1 hrs per month
62.4 hrs per month
64.75 hrs per month



APPROVED PLAN FOR TRANSMISSION
OF T and TP FILES

2006 Files (All files with a disposition of 6.25 years or more).

- 15 boxes or more: Jul 09 - Jul 11.

- 14 boxes or less: Jul 09 — Jul 10 (should be completed this year!)

2007 Files (All files with a disposition of 6.25 years or more).
If desired, may transmit T-files of T4 to T6.

- 15 boxes or more: Aug 11 — Aug 13.
- 14 boxes or less: Aug 10 — Aug 11.
2008 Files (All files with a disposition of 6.25 years or more).

If desired, may transmit T-files of T3 to T6.
- 15 boxes or more: Sep 13 —Sep 15.

- 14 boxes or less: Sep 11 — Sep 12.

2009 Files (All T-files). Should have been completed!

2010 Files (All T-files). Must transmit to the AEA.

12



REDUCTION OF HARD COPY RECORDS IN
RECORDS HOLDING AREA THROUGH ATTRITION

AS OF JANUARY 2009, HAVE 3,155 BOXES
(33 FOLDERS WITH AN AVERAGE OF 130 PAGES IN EACH)

3,160 BOXES IN 2009 (RHA Under Construction)
BEGIN WITH 2,793 BOXES IN 2010

— T

2010 = Transfer 80 boxes 2014 = Transfer 50
Destroy 300 boxes Destroy 300

2,413 remaining 1,013 remaining

2011 = Transfer 50 boxes 2015 = Transfer 50 boxes
Destroy 300 Destroy 300 boxes

2,063 remaining 663 remaining

2012 = Transfer 50 boxes 2016 = Transfer 50 boxes
Destroy 300 Destroy 300 boxes

1,713 remaining 313 remaining

Approximately 313 boxes

2013 = Transfer 50 boxes remaining:
Destroy 300 - Moritoriums
1,363 remaining - Historical & other files that

cannot be scanned
- Exceptions (case-by-case
basis)



RECORDS TRANSFER TO AEA

AND

RECORDS REQUEST PROCESS

If Required, Action Officer Scans and
Saves Document as a Retrievable Name

4

Action Officer Saves Document to Share
Drive or on a CD with a retrievable name

y

—
—
Upload
Process
>

Records Coordinator or Designated Rep
(Approved by RM) Uploads Document to
AEA with a Retrievable Name and Verifies
in ARIMS After Notification from ARIMS

Access to Records/Request for Records

If Action Officer Needs Records After Transmission and is Registered Under the
Office Symbol Records were Transmitted To, He/She will have Access to the
Records (Only Exception is if Records are Personally Identifiable Information

(PI). If Records are PIll Related, He/She Must Request Records from the Records
Coordinator or Designated Rep through ARIMS.

A4

To Request PlI-Related Records, He/She Goes to
Master Index, Conducts a Search, and Submits a

Records Requests

Yes

v

Records Coordinator
Goes to Master Index,
Requests, Records

Is Records Coordinator the
Same Individual Who
Transmitted the PIl Document
to AEA?

Requests

N

Records Holding Area
Manager Processes All
Hard Copy Requests

No
v

Request for Records
is Forwarded to the
Records Manager

o

Records Coordinator
Approves Request
for Records

Records Manager
Approves Request 14
for Records




TRANSMITTING RECORDS TO THE AEA
User Role Change Request to Records Coordinator (RC)

* Personnel designated as RCs will submit a User
Role Request from Action Officer (AO) to RC.

- Go to Account Admin.

- Access Request.

- User Role Change Request.

- Select “Records Coordinator” from the dropdown arrow.

- Reason for request will be that you are the RC. Enter what
unit you are the RC for.

- Click Submit.
- Request will go to the Installation RM for approval (those
organizations under Installation RM responsibility). Other

requests will go the designated Records Manager.

- If you have submitted the additional duty appointment for RC,
your Role Change Request will be approved.

- Once approved, go to Account Admin and Profile to verify your
User Class has been changed from AO to RC.

15



TRANSMITTING RECORDS TO THE AEA (CONT'D)
Unit Access Request

e Submit a Unit Access Request for units under your
responsibility.

Go to Account Admin, Access Request, Unit Access Request.
- Select the appropriate ACOM/ASCC/DRI.

- Select the UIC you will need access to. USAARMC RCs will
have a long list of UICs to select from. At the top of your
account spreadsheets that | e-mail, you will find a listing of the
UICs.

- Select the office symbol you will need access to.

- UIC and office symbol must the be UIC and office symbol
account was originally set up under.

- Select your role from the dropdown.

- Reason for request will be that you are the RC. Enter the unit
you are the RC for.

- Request will go to the Installation RM for approval
(organizations under Installation RM responsibility).

- If you have selected the correct UIC and office symbol and
designated as the RC, request will be approved.

- To verify you have access, select the appropriate UIC from thel6
Home screen.



TRANSMITTING TO AEA
Creating an ORL

* Ensure there is an ORL for the year you are transmitting.

If there is not an ORL for that year, create one from
scratch.

- Go to RM-Assist, Office Records List, Create, and Create from
Scratch.

- Ensure you create an ORL under the correct UIC.

W e I co ORL Library— List ORLs  Create by Copy

n Management System (ARIMS)

View Proposed ORLs = Report Create from Template

Folders— Create from Library .

Alerts Popular Links

6 ORLs need your approval. RRS-A updates

RMDA web site
i i FOIA web site

Logln Optlons ARIMS Web Based Training
Unit Selection Popular Downloads
Unit Fitter: | ARIMS User's Guide

BAT User's Guide

Select Unit: | USA GARRISON FT KNOX - WECDAA j\
Ensure you are
working with the .
Announcements as of 04/30/2008 i correct UIC

** CAC Logon is unavailable at this time ™ i
System Maintenance Schedule ¥/

Previous Announcements

ARIMS is a role-based system managed and operated by the US Army Records Management and Declassification Agency (RMDA} Its pnmary purpose is to

nrevida authanzod norennnal with woh_haced tnnle and toechnalnm: tn manana hnth hardenme and slacrtronic Areae j

[ htmes Phananas srime armus il IADTME DM A csie# D1 Crasts lrraskaDl Grrabr =
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TRANSMITTING TO AEA
Creating an ORL (Continued)
Select the office symbol where the record will be

transmitted to.

Type ORL name (mandatory).

Select ORL year from the drop down. ORLs can be

created dating back to 1900.

Click “Create ORL.”

Office Symbol: | IMSE-KNX-HRSE

Office Records List: |DHR Editing

ORL Year: [1900

Ensure you
select the
correct office
symbol and
ORL year.




TRANSMITTING TO AEA
Creating an ORL (Continued)

* You will receive a notification that ORL creation was
successful.

e Click “OK.”

Create ORL |

* Required Field

Evaluation
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TRANSMITTING TO AEA
Creating an ORL (Continued)

* The List of ORLs screen will appear showing the UIC and
office symbol. Select the appropriate UIC and office
symbol.

e Click “Submit.”

This is a list of all ORLs for the selected Office Symbol. From here you can choose to update, rename, view/print, or
submit an ORL as proposed, once the ORL has been selected.

ACOM/ASCC/DRU: [IMCOM =
Unit: [USA GARRISON FT KNOX - WECDAA 2
Office Symbol: |IMSE-KNX-HRSE =

Submit |

20



TRANSMITTING TO AEA
Creating an ORL (Continued)

* You will see a screen showing ORLs and years for all
ORLs created under this UIC and office symbol.

 Now, you are ready to create a folder to transmit
documents to a specific ORL.

This is a list of all ORLs for the selected Office Symbol. From here you can choose to update, rename, view/print, or
submit an ORL as proposed, once the ORL has been selected.
ACOM/ASCC/DRU: {IMCOM K
Unit: |USA GARRISON FT KNOX - WECDAA 2
Office Symbel- |IMSE-KNX-HRSE s
Submit |
ORL Name Year Status ACOM/ASCC/DRU Unit Office Symbol
DHR Editing 2009 Appraved IMCOM USA GARRISON FT KNOX IMSE-KNX-HRSE
DHR Editing 2008 Appraved IMCOM USA GARRISON FT KNOX IMSE-KNX-HRSE
DHR Editing 2007 Appraved IMCOM USA GARRISON FT KNOX IMSE-KNX-HRSE
O RL J ust DOIM Editing 2006 Appraved IMCOM USA GARRISON FT KNOX IMSE-KNX-HRSE .
——>DO0IM Editing 1999 Drat IMCOM USA GARRISON FT KNOX IMSE-KNX-HRSE
created.
DHR Editing 1900 Draft IMCOM USA GARRISON FT KNOX IMSE-KNX-HRSE
Update | Rename | View/Print Submit as Proposed
‘ | LH
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TRANSMITTING TO AEA
Creating a Folder for Electronic Filing

 Go to RM-Assist, Folders, and Create Folders.

Office Records List=

Welconfeisss Records Information Management System (ARIMS)
View Proposed ORLs

Folders— Create Folders ]
Alerts Delete Folders Popular Links
6 ORLs need your approval. List Folders > RRS-A updates

Vital Record Review ~ RIDA web site
H 1 > FOIA web site
Lngln Optlnns = ARIMS Web Based Training
Unit Selection Popular Downloads
Unit Filter: | ﬂ = ARIMS User's Guide
. = BAT User's Guide
Select Unit: |USA GARRISON FT KNOX - W6CDAA - B
ENSURE YOU
HAVE THE
Announcements as of 04/30/2008 CORRECT UIC

»** CAC Logon is unavailable at this time ** &
* System Maintenance Schedule !

Previous Announcements

ARIMS is a role-based system managed and operated by the US Army Records Management and Declassification Agency (RMDA). Its primary purpose is to

nrovada antharizad nareannal with wohohacad tnnle and tarhnnlnme tnomanana hnth hardeame and alocteanie A rarnrde j
|@ hittps: /fwww . arims. army .mil /ARIMS,RMAssist Folders CreateMultiFolder aspx |_ |_ |_ |_ |_I2|_ |‘ Internet
ﬂysmrtl a3 |@mnsmmm-mcms_ € Army Knowledge Oriine | (3 Micrasaft PowerPaint - [.. | ) Fort Knox Palidies (CG) | ‘%%Q@m 243 PM
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TRANSMITTING TO AEA
Creating a Folder for Electronic Filing (Continued)

» Select the office symbol, ORL, and Record Instruction you will
be transmitting to (T and TP files only).

* Do not select “Hard Copy” since you will be submitting
electronically.

* |f desired, you can create subfolders within the folders. If you
have only one folder, do not fill in “Names of New Folders.”

e Click “Add Folders.”

L ) LD § b e L T D e I D T L UG i s L T e L -
folder names, one per line, into the Names field and click the Add Folder button. All folders that are created will be =
identical except for the name: they will be based on the same record instruction from the same ORL and in the same
year. They will all be in the same Special Collection, if applicable.
A folder may be removed from the creation list by clicking Delete before clicking the Submit button. Once all folders
have been added, click Submit to create the folders and to print labels for any hardcopy folders that have been
created.
If wou have multiple hardcopy records that will occupy more than one folder, use the Multi-part checkbox, and enter
the total number required in the Count: field.
USA GARRISON FT KNOX - WECDAA
Office Symbal: [IMSE-KNX-HRSE 7| ey Ensure you select
Office Records List: |2[][19 - DHR. Editing jb the CorreCt Oﬁ:lce
Record Instruction: |25-30mm Publication record sets - Headquajb Sym b0|, ORL, and
_ = | Record Instruction.
Mames of New Folders: E
Hard Copy:
Multi-part - Cuunt:l
[T Show count in folder name?

Indexing for a Special Collection: ~ Yes & No COUId be Cdr S
Special Collection: | jé pOIIC|eS, exerC|SeS,

operations, etc.
2

Yoo MUIST add faldars hafara van cohmit for creatinn LI
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TRANSMITTING TO AEA
Creating a Folder for Electronic Filing (Continued)

 Under “Add Folders,” the folder created will show. Add
other folders as needed.

o After all electronic folders have been created, click
“Submit.”

* Now you re ready to transmlt record(s) to the AEA.
U S e L Y LTI @1 1T T ARLITID fRUIASSIS LT OIUST 5/ £a R e e e |

[

[f you have multiple hardcopy records that will occupy mare than one folder, use the Multi-part checkbox, and enter
the total number required in the Count: field.

USA GARRISON FT KNOX - W6CDAA

Office Symbol: |IMSE-KNX-HRSE =l

Office Records List: |2006 - DOIM Editing 2

Record Instruction: |25—3[]mm Publication record sets - Headquaj’“

Mames of Mew Folders: ﬂ
Hard Copy: [~
Mult-part F Cuunt:l
IT Show count in folder name?
Indexing for a Special Collection:  Yes ©* No
Special Collection: | j

Special
Collection

Record Instruction
25-30mm Publication record sets - Headquarters, Department of 25-30mm Publication record sets - Headquarters, Department of

the Army, Chief of Staff, HQDA staff agency, major command,  the Army, Chief of Staff, HQDA staff agency, major command,  None Electronic  Delete
and subcommand and subcommand

Submit | .
| rlJ

1
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TRANSMITTING TO AEA
Transmission

Go to RIPS, Electronic Records, and Document Upload. You will see the
screen below.

Ensure you are uploading to the correct Office Symbol, ORL, Record
Instruction, and Folder Title (if used).

Click inside the “Path of File to Upload” field and click “Browse” to find the
document and location.

Double click the document to insert to the Path field.
In the Subject field, enter a subject that will work well for retrieval purposes.

Review all information entered closely and click “Upload Document.”

USA GARRISON FT KNOX - W6CDAA

Office Symbol- [IMSE-KNX-HRSE =

Office Records List: [2009 - DHR Editing -]

Record Instruction: |25-3E]mm Publication record sets - Headquall’“

Folder Title: |F0rt Knox Policy Memas ;I’“

Path of File to Upload: |C:‘\Document9 and Settings\cosette h tuckerMy Documents'\Editing (08)\Fort  Browse... |’“

Subject: |K5—E|9. Environmental Sustainability Management System|

Abstract:

| Upload Document I

* Required Field

25




TRANSMITTING TO AEA
Transmission (Continued)

* You will receive a naotification from ARIMS confirming
transmission to the AEA.

* Majority of the time, you can conduct a search instantly
and retrieve a document from the AEA.

RECORD DETAILS ARE SHOWN BELOW. NOTE THAT FULL TEXT INDEXING OF THE RECORD MAY TAKE
UP TO 24 HOURS. TO ACCESS THIS RECORD, USE THE MASTER INDEX SEARCH MODULE
Record Name: }.6-09 pdf
K6-09, Environmental
Record Subject: Sustainability
Management System
Record Size: 329867 bytes
Record Type: application/pdf
Date Submitted: 3/25/2009
Download Link: K6-09.pdf
#% (= Interacti e
- = E\I;:Iuar:;on
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TRANSMITTING TO AEA
Conduct a Search

 To verify the document has been stored in the AEA,
click “Master Index” and “Search.”

KE-09, Enviranmental
Record Subject: Sustainability
Management System
Record Size: 329867 bytes
Record Type: application/pdf
Date Submitted: 3252009
Download Link: K6-09 pdf
/&5
i = Interact ive
(Lo e



TRANSMITTING TO AEA

Conduct a Search (Cont’d)

On the search screen, if you know any part of the subject but
do not know all of it, type what you know and select “Any of

the words entered.”

Under Record Media Type, select “Electronic Records.”

Not all fields have to be filled in. You must enter information

In the “Subject” field.

Click “Submit Search.”

ACOM/ASCC/DRU: [imcom =l
Unit: |USA GARRISON FT KNOX - WECDAA =l
Office Symbol: | IMSE-KINX-HRSE =l

Record Media Type: What's this?
" All Records @ Electronic Records " Hardcopy Records

Search In: ¥ Folder ¥ Document Subject: IKE—UQ All of the words entered j

All of the words entered
IA” of the words entered J ‘Any of the words entered
j Exact Phrase

=l

All of the words entered j

Keyword(s):

Special Collection:

Record Instruction Category:

Record Instruction Title:

Privacy Act Mumber:

Disposition Authority:

Record Type: What's this? [" Event [ Calendar [ Permanent [~ Time Based ¥ All

Record Instruction Number: |

Prescribing Directive: I

Date Submitted Range: I through: | (mm/ddiyyyy)
Submit Search

n Agency | Administrative Assistant to the Sec
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TRANSMITTING TO AEA
Conduct a Search (Cont’d)

After clicking “Submit Search,” the screen below appears
showing results of the search.

If you input the records, you will have access to the record(s).

If you are an AO and need a copy of the record(s), submit a
“Request Records.”

If you are an RC but did not transmit the documents with PII
iInformation, submit a “Request Records.”

Created Date Record Type Status

Fort Knox Policy Memos theresa.g.thomas? 1/20/2009 3:04:06 PM Electronic Active

Request Records

Evaluation
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TRANSMITTING TO AEA
Conduct a Search (Cont’d)

 The screen below shows results of the search.

Double click the document you need to retrieve.

Uthce Symbal:

Record Number:
RRS-A Record Title:

Dispasition Authority Number:
Prescribing Directive Number:
Created by:

Create Date:

Close Date:

Privacy Act Number:

Special Collection:

Vital Record:

Edit Folder Details

IMSE-KNA-HRSE
25-30mm

Publication record sets - Headquarters, Department of the Army, Chief of Staff,

HQDA staff agency, major command, and subcommand

NC1-AU-T6-35

25-30

Theresa THOMAS
1/20/2009 3:04:06 PM
MNat Closed

NA

Mo

Format Date Filed or Email Author Email Electronic a——
Sent Recipient Signature Lncrypted
K1-08: Washing of the Interior and Exterior of PDF 1/26/2009 3:06:04 PM  Cosette Tucker A MIA
[1-08: Washing of the Interior and Exterior of POF  1/26/2009 3:06:09 PM  Cosette Tucker MIA NiA
Eﬁi-lggra:nstallatmn Guidelines for the Safety and Well-Being of BOF 2927120090733 AM  Cosette Tucker WA WA
K5-09: OffLimits Establishments/Areas PDF  313200033127pM  Ineresa N/A N/A
' ' T o THOMAS ' '
KE6-09. Environmental Sustainahility Management System POF  3/25/2009 3:01:51 PM  Cosette Tucker MIA /A
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TRANSMITTING TO AEA
Conduct a Search (Cont’d)

« After double clicking the document to retrieve, the
screen below appears.

e Click “Open” or “Save.”

e Once you open or save, you are able to view it as if it

were in your filing

Record Number:
RRES-A Record Title:

Disposition Authority Mumber:

Create

Privacy Act N
Special Colli
Vital R

Edit Folder Details

Prescribing Directive Nl x|

Creat Do you want to open or save this file?

o Mame: K&-09.pdf
Close e Type: Adobe Acrobat Document

cabinet!

25-30mm

Fublication record sets - Headquarters, Department of the Army, Chief of Staff,
HQDA staff agency. major command, and subcommand

NC1-AU-76-35

From: www.arims.army.mil

Open Save

Subject

@ While files from the Intemet can be useful, some files can potentially

ham your computer. f you do not trust the source, do not open or
save this file. What's the risk?

Email Electronic
Recipient Signature

Lraie Cieu Ul Linan

Format Sent

Author

K1-08: Washing of the Interior and Exterior of PDF 1/26/2009 3:06:04 PM Cosette Tucker MIA MNIA

K1-08: Washing of the Interior and Exterior of PDF 1/26/2009 3:06:03 PM Cosette Tucker MNIA INIA
gi—ltgjgréll]nstallatlon Guidelines for the Safety and Well-Being of PDF 2/27/2009 9-07-33 AM Cosette Tucker N/A /A

K&-09- Off-Limits Establishments/Areas PDF  3/13/2009 3:31:27PM  1heresa N/A N/A

- - S - THOMAS ) )

K6-09. Environmental Sustainability Management System PDF 3/25/2009 3:01:51 PM  Cosette Tucker NA MAA

| |
(;—", Start downloading from site: https: ffwww.arims.army. mil /ARIMS [RIPS [Electronic/Retrieval [DownloadElectronicDocument, ashx ?Record] I_I_I_I_E|0 Internet

Lﬁ'Startl @ [~ [ #&]master Indexs... | & Army Knowledg. .. | 4 Folder Details - ... ”@ Folder Details... | (i3 Microsoft Power...l | Fort Knox Polidi... | |®-. B s e 209PM
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TRANSMITTING TO AEA
Conduct a Search (Cont’d)

* Below is the document you searched for.

* End result is paperless filing and easy retrieval.

IMSE-KNX-PWE 23 March 2009

MEMORANDUM FOR

Commanders, All Units Reporting Directly to This Headquarters
Commanders, Fort Knox Partners in Excellence
Directors and Chiefs, Staff Offices/Departments, This Headquarters

SUBJECT: Fort Knox Policy Memo No. 6-09 — Environmental Sustainability Management
System
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APPROVAL TO DESTROY RECORDS
Do Not Close Out Electronic Folder at End of Year

« After transmitting all files for a specific year or time period, ensure
electronic folders are not closed out.

- Go to RM-Assist tab and select “Folders” and “List Folders.”
- Click the “Electronic” option for “Folder Type.”
- “Status” should show as “Opened.”

* Do not destroy any hard copy Permanent, Unscheduled, or Transfer
records until approved on FK Forms 5095 or 5095a.

- For Permanent or Unscheduled records, submit FK Form 5095,
REQUEST DESTRUCTION OF PERMANENT RECORDS AFTER
SUBMISSION TO ARMY ELECTRONIC ARCHIVE, to your servicing
Records Manager, who, in turn, will submit the request to RMDA. This
destruction must be approved by NARA before destroying hard copy
or electronic records.

- For Temporary records, submit FK Form 5095a, REQUEST
DESTRUCTION OF TRANSFER RECORDS AFTER SUBMISSION
TO ARMY ELECTRONIC ARCHIVE, to your servicing Records
Manager, who will approve destruction of hard copy and electronic
records.

- The Records Manager must physically review the records
ensuring all information is accurate and accounted for as listed on FK
Forms 5095 and 5095a.
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TRANSMITTING TO AEA
Bulk Archive Tool (BAT)

e The BAT can be used to upload multiple
documents at one time or documents too large
for “Document Upload.” Highly recommend
you use this function.

 Prior to running the BAT, develop a plan:

- Ensure you have an approved ORL.
- Ensure you have created the electronic folders.
- Determine where you would like documents

uploaded from (CD, Documents, Desktop, Share
Drive, etc.)

 Running the BAT and Updating Folders will
examine your existing folder structure and create it
on the specified root directory.

« Any time new folders or documents are added to
the root directory, you must update folders.

* Only new or changed records will be uploaded.34



TRANSMITTING TO AEA
Bulk Archive Tool (BAT) (Continued)

e Accepts MS Word, MS Excel, MS PowerPoint,
MS Outlook E-mails, and Adobe PDFs.

 When the scan is conducted, ARIMS-BAT
provides user with the number of files found, files
that need to be uploaded, and files found that
cannot be uploaded (i.e., K files).

« User Initiates the bulk upload of the files to
ARIMS.

 Files are uploaded separately if saved separately.

« ARIMS-BAT will remember the root location
between executions.

o After the root location Is established, user selects
an office symbol and appropriate ORL year.

e The scan can be conducted at any time.
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TRANSMITTING TO AEA
Bulk Archive Tool (BAT) (Continued)

« Only new or changed records will be uploaded

 Enables ARIMS users to store large documents
locally and submit as a batch.

» Creates a local directory folder structure on a

user’s machine or a shared drive which mirrors
a specific ORL.
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RUNNING THE BULK ARCHIVE TOOL

 Prior to running the BAT, recommend creating an AEA
folder at the root location you will upload from (CD,
Documents, Share Drive).

- Create a location on the Desktop.

» Click “My Computer and” “Desktop.”

» Left click “Organize,” “New Folder,” and name the folder
you will upload from (recommend naming it AEA).
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RUNNING THE BULK ARCHIVE TOOL (CONT’'D)

* Ensure you have created electronic folders for the
appropriate UIC, ORL year, and office symbol.

e Click RIPS, Electronic Records, Bulk Archive Tool.

= - FOIA web site
LOQII‘I Optlons ARIMS Web Based Trainin

Unit Selection

Popular Downloads
Unit Filter: | GDI i

IIIIIIIIIII 's Guide

Select Unit: |USA GARRISOM FT KMNOX - WECDAA

Announcements as of 04/24/2009
ARIMS TRAINING SITE NOVWV AVAILABLE =
Added Feature for Records Officials in RM-Assist Module for Ma
: B ms e st wan [E

e ar T —_—

naging ORLs ¥

e Click “Run the Bulk Archive Tool (File System).

gggggggggg
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RUNNING THE BULK ARCHIVE TOOL (CONT’'D)

o |f asked “Are you sure you want to run this application?”
Click “Run.”

* You will see a progress screen downloading the Bulk
Archive Tool.

U ¥ you do not trust the source. do not run this software. More Information... |j eeeeeeeeeeeeeeeeeeeeeeeeeeee
u last used it.

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn

Ewalum tior




RUNNING THE BULK ARCHIVE TOOL (Cont’d)

» Under “Root Folder,” select the location you will upload from
by clicking the yellow folder. If using an AEA folder on your
desktop, click “Desktop” and AEA Folder one time.

* Root folder automatically goes to “Documents” or “My
Documents” the first time.
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RUNNING THE BULK ARCHIVE TOOL (CONT’'D)

For this training, we will assume you will upload from the AEA
folder on your D Drive.

Click the folder to the right of the Root Folder Field.

Click “My Computer,” “DVD RW Drive (D),” and “AEA one time.
(Do not double click “AEA”) Click “OK.™ This will create the root
folder.

If uploading from your desktop, click “My Computer,” “Desktop,”

and “AEA” one time. (Do not double click “AEA”™) Click “OK.”
This will create the root folder.
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RUNNING THE BULK ARCHIVE TOOL (Cont’d)

« Select the appropriate UIC and office symbol.

« Select the correct ORL. After selecting the UIC and
office symbol, ARIMS automatically populates the ORL
field with the most current ORL.

* Click “Update Folders.”
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RUNNING THE BULK ARCHIVE TOOL (CONT’'D)

 ARIMS automatically populates the AEA folder on your D
Drive or Desktop with electronic folders you have created.

* Never manually create these folders; ARIMS does not
transmit from folders manually created by a user.

€———— Electronic folder

created by the user
that ARIMS populated
to the D Drive.
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RUNNING THE BULK ARCHIVE TOOL (CONT’'D)

 Verify that ARIMS created a mirror image of your
account on the D Drive or your Desktop.

* Go to your D Drive or Desktop and double click the

“AEA” folder. You should see the UIC and office
symbol of your account.

e Double click the UIC and office symbol. You should
see the Year and Name of your ORL.
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RUNNING THE BULK ARCHIVE TOOL (CONT’'D)

 Double click the Year and ORL Name folder. You will
see a “Forms Mgt” folder.

e Double click the “Forms Mgt” folder. You will see all
RNs that ARIMS copied to your AEA folder.

* Double click the appropriate record number you will
upload to. This case, ARIMS copied 25-1g where |
have an electronic folder. 45



RUNNING THE BULK ARCHIVE TOOL (CONT’'D)

e Double click the electronic folder “2009 Records
Management.”

Public

* You will see a blank screen if you just created this root
directory. This is where you will drag and drop

documents, with retrievable names, for transmission to
the AEA.
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RUNNING THE BULK ARCHIVE TOOL (CONT’'D)

If you create additional electronic folders or drag and
drop documents to the folder, you will update the folders
again.

ARIMS will show a progress bar while updating.

After update is complete, documents will appear under
the appropriate record number with a green plus sign.

Click “Begin Upload.” ARIMS will begin transmitting
documents from your D Drive to the AEA.

You will receive a notification stating upload complete.
Verify records are in ARIMS utilizing the search function.
Keep in mind you can create the root directory where

you choose (i.e., D Drive, Share Drive, Desktop,
Documents, Desktop, or My Documents).
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RUNNING THE BULK ARCHIVE TOOL (CONT’'D)

* You can also transmit e-mails that requiring transmission
to a Transfer or Transfer Permanent file by utilizing “Run
the Bulk Archive Tool (E-mail System).

 ARIMS will create an Office Symbol and year under your
Outlook.

 When submitting e-mail to the AEA, recommend you
submit them with a retrievable subject.

Bulk Archive Tool
U this page dplyh EIIkAh e Tool (BAT). The EIAT n be used to upload multiple documents or em aI
h ARIMSAmy Ele cArchlve.When you click o f he I nks b low the EIATWlII be d wnl d do
your computer. The EIATW II b matin::all},r alle d WI h appro I f1} the EIAT ha ver bee alle d
wyour comp or 2) the EIAT ha pg aded since you la ed |t.
See the BAT Users Guide in the downloads of ARIMS for further information on the use of the Bulk Archive
Tool.
Run the Bulk Archive Tool (File System)
Run the Bulk Archive Tool (Email System) <
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EXAMPLE OF A SHARED DRIVE UNDER 16™ CAV

(Left click, select run, & and type address of share drive — data manager will know address)

(] 1™ cav
[

CDR

(] DEPCDR

[ s1
(]

ARIM

(3

[ 1716 cav

UL DD

CDR
XO
CSM

0]

N

007
(1 Disposition Code, RN, and Folder Title

008
(] Disposition Code, RN, and Folder Title

009
(7 Disposition Code, RN, and Folder Title

in Legal

(] Mailroom
S2/S3
S4

DO De

N

Chaplain
Observer Controller
IMO

HHT
(1 Supply

oo DU

Adjutant

S1

(] ARIMS

s1

S2

s3

S4

HHT

[ supply 49

D Troop A
(3

LoobU

Supply



EXAMPLE OF A SHARED DRIVE UNDER 5/15™ CAV

(NOT EXPANDED)

[ ] 194™ AR BDE
5/15 CAV
s1

(3

MS

S1

(] Legal
S2/S3

S4
Reenlistment

HHT

Tng
[ Supply
ATrp

Tng
(] Supply
BTrp

Tng
(] Supply
CTrp

Tng
[ Supply
DTrp

Tng
(1 Supply
ETrp

Tng
(] Supply
FTrp

Tng

D Supply

b U b b bbb Lz

L

[



EXAMPLE OF A SHARED DRIVE UNDER 5/15™ CAV

(EXPANDED)

[ ] 194™ AR BDE

5/15 CAV
S1

() ARIMS
s1

2006
[ T25600-8-22b2 Mil Awd Cases
m TP 600-8-105c Perm Order Rcd Sets

(1 2007

D T25 600-8-22b2 Mil Awd Cases

[(T] TP 600-8-105¢c Perm Order Recd Sets
(3 2008

D T25 600-8-22b2 Mil Awd Cases

[T] TP 600-8-105¢ Perm Order Rcd Sets

(3 2009
[] TP 600-8-19a Prom Elig Rosters
(] TP 600-8-19c Prom Elig Determinations
(] TE1600-8-19d Enl Promotions (ACT)
[] TE1600-8-19d Enl Promotions (INACT)
(] T25600-8-22b2 Mil Awd Cases
D TP 600-8-105¢c Perm Order Rcd Sets

(] Legal
("1 2006 - 2008
No T or TP files of 6.25 or more

(1 2009

[T] TES5 15-6b1 Investigative Case (ACT)

(] TES5 15-6b1 Investigative Case (INACT)

[T] TE1600-8-2al Pers Act Sus Rpts-DA 268 (ACT)
[] TE1600-8-2al Pers Act Sus Rpts-DA 268 (INACT)
[] TE2601-210e RI Investigations (ACT)

[] TE2601-210e RI Investigations (INACT)

[ T2635-200a2 Discharge Bd Proc (Other Indivs)
(] s2s3

(] s4

51



EXAMPLE OF A SHARED DRIVE UNDER AG DIRECTOR’S OFC

DAG

(1 AG Dir Ofc
[ 2006
(] TP 870-5b Install Hist Files (ORLs can be created by to 1900)
2007

TE4 690-600a EEO Complaint Cases (Optional)

[ ACTIVE —__

() IN ACTIVE gctior:: '?fﬁ(iert(ﬁ) 2rag and t
] '[r:EG.ZS 715K1 Contract Actions Féfdper'iﬁ fhé’ Shearepgrr(i)vpe”a )
ACTIVE N Records Coordinator
[:l INACTIVE Uploads Transfer Files to the
. ) AEA. Do not Upload TE
~ (] TP 870-5b Install Hist Files ACTIVE Files — Only
2008 INACTIVE
TE4 690-600a EEO Complaint Cases (Optional)
(] ACTIVE
[ INACTIVE
[] TE6.25 715K1 Contract Actions
(] AcTIVE
(] INACTIVE
(] TP870-5b Install Hist Files
(1 2009
(] TE4 690-600a EEO Complaint Cases
(] ACTIVE
[ INACTIVE
[] TE6.25 715K1 Contract Actions
ACTIVE
(1 INACTIVE

D TP 870-5b Install Hist Files
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EXAMPLE OF A SHARED DRIVE UNDER PERSONNEL OPS

(3 sc
(7] MILPER DIV
P

D[%

I

N
o
o
»

BRANCH

T6.25 1hh Ofc TDY (Optional)

T25 600-8-22b2 Mil Awd Cases

T10 600-8-22f Decorations & Awds Stats
T56 600-8-105al Pers Type Orders

TP 600-8-105c Perm Order Rec Sets

N
o
(@)
Iy

oL oL

N
o
o

oL

T6.25 1hh Ofc TDY (Optional)
T5 600-8-4a Line of Duty Files (Optional)

T25 600-8-22b2 Mil Awd Cases

T10 600-8-22f Decorations & Awds Stats

T56 600-8-105al Pers Type Orders

TP 600-8-105c Perm Order Rec Sets

T6 623-105a Ofcr Eval Rpt Appeals (Optional)
T6 623-205a Enl Eval Rpt Appeals (Optional)

T6.25 1hh Ofc TDY (Optional)

T5 600-8-4a Line of Duty Files (Optional)
T25 600-8-22b2 Mil Awd Cases

T10 600-8-22f Decorations & Awds Stats
T56 600-8-105al Pers Type Orders

TP 600-8-105c Perm Order Rec Sets
T3 601-100b Appoint Sel Boards (Optional)
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EXAMPLE OF A SHARED DRIVE UNDER POB (CONT'D)

[ 2009

ool

[

[

N

T6.25 1hh Ofc TDY
T5 600-8-4a Line of Duty Files

T25 600-8-22b2 Mil Awd Cases

T10 600-8-22f Decorations & Awds Stats

T2 600-8-24b2 Ofcr Sep Proceedings
T56 600-8-105al Pers Type Orders
TP 600-8-105c Perm Order Rec Sets
T3 601-100b Appoint Sel Boards

TE1 614-100al Ofcr/WO Assignments
ACTIVE

[] INACTIVE

TE1 614-120al Interservice Trans Files
ACTIVE

(] INACTIVE

TE1 614-200b1 Enl Assign
[] ACTIVE

(] INACTIVE
T6 623-105a Ofcr Eval Rpt Appeals
T6 623-205a Enl Eval Rpt Appeals

54



TRANSMITTING TO AEA
Walk Through of Upload and Search Process

QUESTIONS?
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TRANSMITTING TO AEA
Student Transmit to AEA and Conduct Search

https://train.arims.army.mil
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QUESTIONS?
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CLASS EVALUATION

Well Organized | Excellont
Instructor Prepared 2 - Above Average
3 —Average

Questions Answered 4 — Needs Improvement
Information Useful > Poor

1. What should be added?

2. What should be deleted?

3. Would you recommend this training to
others? Yes No

4. Remarks.
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